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QURJRCT:  ointenance and Disposition of Inactive Perponnal }ecords

Thactive employws and applicant records provide an important
source of information on the enmployient qualifications and sudtability tor
amployment and reemploynent of fommer Agency personnel and applicants. TF
is essential that these yocords bs mainbained in a systeratic namer. The
following procvedure shall govern iha maintenance and dispesition of lnactive
empley e and applicant records.
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2, Inactive Perscnnel Bocorcs

8. M ficial Persomel Folders

{1y True separations of aployees {or reajons ather Tharn
transisr to other Jadoral aguncles.

{a) Tne date cf separation will Lo staiped on the AT
richt corner of the Ufficial Persunnel Folder.

(b) xtre coples of Jdocuments in L folier will vs
ronoved and dostroyad.

(¢} 11l references to pseudonyms will be deieted.

ATION

¥l T fa} “he foldess will e tiled alohacetlcully Ly cale
P & pa 5 oF

& dar year in a separate file.

(e} Tn Jamary of each year ithe fol lars anoumiatec
the dnactive £1%a wiil be trausmitted bo the CIn Juronds
Canter for permanent ntovage.
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2} True sepsrations of empioyeos teansferring 0 othar
Padersl Agencles.

{(a} ‘'he proceiurss imdicatoc in fnp, (i, and 1
paregraph 2 a (1) aiowe, will be followed.

15

(L) e Yoiders will be omintadised o
iy glphavetical order, ponding recoapt Ob 4 Pegie
corgiel folder from Lis [aining Foderal o 2ney.
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{e} For vouchexs! porgonnel ise provisione of Chaptles
Ri-35, Feteral Personnel hamial and paragraph 7, Personncl
Divector Lemorandum No. 30«52 vill be observed wien feldsis
are forwsrded to a requasiing ageney.

(d) For unvoucherad persunnel, a letter swwarizing
the individueal’s CTA service yocord will be forwarded to the
requesting agency, in lien of sny CIA documents.

(e} For bobth vouchered arvi unvouchersd persomnel whi
were appceinted to CIA by 4rancfer from other Federal sjonodes,
or who had pricr Fedeyel erployment, odl documents recelved
in CIa from such other sgencies will be forwarded to fdw
gaining sgeney.

{£) Vhen ihe service record request from ancther Fedsral
agency has been acknowledged s the appropriate records lore
warded, the remaining persenield folder materid will uvs filad

alphebelically in the calenday vear file of the true scparatlon

cases anl will be forwsrded Lo the CTA Vercords Canter in
Janvery of the followire wear.

(3) Sepsration to Staff sgent Syatus,

{a) The letters " ,0.B.* and the date of saparation will
be stamped on tho upper right corner of the Offfelgl Personnel
Foldex,

(b} The procedures indicated in (B) and {¢) of pavas
sraph 2 & (1) above, will be followsd.

(e} ‘The folder will be retained in the currsnt calondar
year f£ile of true sepayation cases until notifications of
termination Lrom U aff fsont sisatus 1o mecelived.

{d}) Wneu notificetion of terdnation of Stafl Apent
status is recelved, the lottars “C.0.B.° and dato will oo
deleted and ihe persoorel {older rotwmed to the active fils
or the calenday yeur £le and wili be forwerded o the Ci2
Records (onter in Janusry of tiw following year, as ap-
propriate,

Service Neoord Corpde

In order to stomdardize malntecancs snd provide 2 rapid

raference source, Service Hecord Csrds (Sterderd Form 7) of separated
persomnel will be filed alphabetieally in 2 centralimed file in ihe
Farsonnel Divielon (Overt). ‘he Chief ¢f ‘ronsactions and Decords Branch

{Owert) will teke spm

witate steps to insuve that proper security

reasures are taken to prevent irpsoper disclosure of information cone
tained in this e,
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¢. Position Inventory Loczior Cards

Position Inventory Locator Cards {3x5 cards) of separated
employees will be destroyed on the date of the separation.

3. Inactive Applicant Pecords

8. Applicant Folders

(1) Om applicant files the year of last contact or interest
will be stamped in the upper left-hand corxmer of both "deferred®
and "inactive" applicant folders, and they will be filed together
alphabetically.

(2) Applicant files wlll be reviewed on Jamuary of each year.
Foldevrs which indicate a pericd of five ysars from the year of last
contact or interest will be removed from the file and transferred to
the CIA Records Centar for permansent storage.

b. 3 x 5 Locator Cards for Applicant Files
All locator cards (including white cards for routine anylicent

cases and red cards for applicants disapproved for security reasons) will
be filed in alphabetical order and retained permanently.
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